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To:  Personnel Administrators 

From:  Jeff Schutt 

Date:  June 6, 2006 

Re:  Use of Administrative Leave 
 
As a result of the State Auditor’s review of personnel system exemptions, I need to remind 
everyone that Administrative Procedure 5-20 requires departments to report to me any 
occurrence where administrative leave in excess of 20 consecutive working days is granted, 
regardless of the reason.   
 
While such reporting of administrative leave has been required since 2000, the audit report 
determined that some changes and additional enforcement were necessary.  Audit findings 
revealed some cases where administrative leave in excess of 20 days was not being reported and 
also recommended that we take a more active role in assessing appropriate use of administrative 
leave.  We agreed to collect additional information about the actual amount of administrative 
leave granted and the reason. 
 
Therefore, effective immediately, please revise your processes if necessary to ensure that I 
receive a report of administrative leave usage as follows: 

• When the administrative leave first exceeds 20 consecutive days, including 
the reason for granting the leave. 

• At the conclusion of the administrative leave period, including the total 
amount of leave granted (not just a report that it exceeded 20 consecutive 
days) and the reason for granting the leave. 

 
Note that this may allow some departments to report less frequently, since reporting of 
occurrences of administrative leave is not required until the total exceeds 20 consecutive days. 
 
Thank you, and please contact us if you have questions. 
 


